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6.0 QUARTERLY PERFORMANCE REPORT (QPR) MODULE 

 
The Quarterly Performance Report (QPR) enables grantee users to create and submit financial and 
performance data related to the each grant in the DRGR system along with progress narratives.  HUD 
users review QPRs to check on grantee progress and review activities for compliance. Although grantees 
can submit information on the overall progress for a grant, much of the data is at the activity level. 
 
Data from the QPR comes from a variety of sources.  These include: 
 

ACTION PLAN Project Number and Title 
Activity Number and Title 
Activity Budget 
Activity Description and Location 
Activity Type and National Objective 
Performance goals 

DRAWDOWN Grant Fund obligations.   
Grant Fund and Program Income (PI) draws completed 

QPR Activity Beneficiaries Assisted 
Performance Accomplishments 
Expenditures 

 
For financial and performance data, DRGR calculates information about the current quarter and also the 
total cumulative data based on all quarters up through the period for each quarter.  Unless otherwise 
specified by an appropriation, QPRs are due within thirty days of the end of the quarter. 

 

 

 
Figure 1: View QPR Activity 
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Figure 2: View QPR Activity 

6.1 QPRs and Action Plans Interrelationship 

 
Like DRGR Action Plans, the status of new QPRs shows as “Original in Progress.”  Once a QPR has 
been submitted, it cannot be edited by the grantee. If changes are needed, HUD staff will reject the QPR 
to return it for editing.  Once any edits are made, the status of rejected QPRs will change to “Modified – 
Resubmit When Ready.”  After a QPR is approved, it can no longer be edited.  If any further changes are 
needed, CPD representatives would contact HUD HQ through DRGR_Help@hud.gov. 
 
Since QPRs depend on Action Plans for some of their data, QPRs are integrally tied to the Action Plan / 
Reporting Process (Figure 1).  Consequently, there are some basic rules about the relationship of DRGR 
Action Plans and QPRs. 
 

 New QPRs may be submitted without the approval of prior QPRs, but may not be submitted if 
changes have been made to the Action Plan such as adding projects/activities, changing 
budgets, or changing performance goals.   

 

 Action Plan changes should be submitted in advance of QPR due dates to allow review of 
Action Plan changes.  

 

 If Action Plans are in approved status, grantees can continue to add and submit QPRs for 
approval regardless of the status of prior QPRs.  However, HUD staff must approve QPRs in 
order since the data is cumulative based on prior QPRs. 
 

 Action Plans cannot be edited when there are one or more QPRs in submitted status. 
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Figure 3: Action Plan / Reporting Process showing relationship among Grantee, HUD, AP, and QPR 

6.2 Search, View, and Print QPRs 

 

Any DRGR user can search, view, and print QPRs regardless of system role.  Basic QPR Actions show 
up in the right column.  Grantee users will be able to see Add/Edit links while HUD users will see  Review 
QPR links.  QPRs are all grant-specific.  Viewing and printing QPRs are accessed by using the link on the 
correct row. 

 

6.2.1 View All/Search QPR 
 

As indicated above, grantee users wanting to see QPR for a grant should select the Add/Edit QPRs link 
on the row for that grant. 

 
Figure 4: View All Reports screen 
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Grantee users will then see VIEW and DOWNLOAD PRINT VERSION of any existing QPRs.  Grantee 

users will see an EDIT link for any QPR that shows with the status of „Original in Progress‟ or „Modified 

– Resubmit When Ready.‟  QPRs due dates show in DRGR as thirty days after then end of the quarter.  

DRGR will only prompt grantees to add one QPR at a time.  If one is not added, future QPRs will not be 

prompted. 

 

 
Figure 5: Add/Edit QPRs) screen 

 

HUD users can access QPRs by selecting the „Review QPRs‟ link on the correct grant.  As with DRGR 

Action Plans, HUD users will only see grants and associated QPRs assigned to their field office.  HUD 

HQ users will see all grants. 

 

 
Figure 6: View All QPRs screen 
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When HUD users with review rights (beyond VIEW ONLY) access a grant through the „Review QPRs‟ 

link, they will see VIEW and DOWNLOAD PRINT VERSION for any existing QPRs.  REVIEW links 

will only show for QPRs with the status of „Submitted – Await for Review.‟   

 

 
Figure 7: HUD Review Grant QPRs screen 

 

HUD users also have the option to SEARCH for QPRs.  Helpful search terms include state/territory, grant 

number, QPR status, and QPR due dates. 

 

 
Figure 8: Search for QPRs screen 
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The results of this page show up differently in the QPR STATUS column than the regular REVIEW QPR 

webpage.  QPR status in the SEARCH page allows status to be changed for more than one QPR at a time.  

This function is available in case grantees have made errors on older QPRs and have asked all subsequent 

QPRs to be unapproved for edits.  Any time a change is made to an older QPR on financial or 

performance data, it may affect all subsequent QPRs.  This allows HUD users to re-approve QPRS in 

bulk when these types of changes have been made. 

  

 
Figure 9: Search QPR Results 

 

6.2.2 View QPR 
 

1. To View a Quarterly Performance Report, click the <View> link in the “Action” column for the 

QPR desired. 

 The action opens the “Performance Report” screen for the quarter, grant, and grantee selected 

(Figures 22, 23 and 24).   
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Figure 10: View QPR screen – Grant level profile data 

 

As with the action plan, the quarterly report displays some basic grant and contract information 

At the top of the report, the cumulative funding totals are displayed across activities for the quarter and to 

date.  The system will also calculate required funding and benefit levels versus progress today.  If the 

individual activities are correctly categorized in the action plan, the system will also display expenditures 

for cumulative public services, state administration, and overall admin / planning / TA to compare against 

caps at the grant level. 
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Figure 11: View QPR screen – Grant Level Financial Summary 

 

The reports will also show expenditures and accomplishments by individual activities depending on 

whether the grantee has included them in the QPR.  DRGR automatically includes an activity that had 

obligation updates or draws during the quarter.  Grantees must manually select other activities and report 

accomplishments or progress narrative for those activities to show in a QPR. 

 

The QPR displays activity-level data in columns for the current quarter and cumulative totals to date.  

Financial data such as obligations, program income drawn down, and grant fund drawn down are 

calculated by DRGR based on data from the drawdown module.  All other financial and performance data 

is entered manually be grantee staff for data in the current quarter.   The cumulative totals showing under 

the  „To Date‟ are calculated using the in-quarter data entered in the current and previous QPRs.  This 

includes beneficiary data and other performance accomplishments.  Only address entered in the current 

QPR will be displayed in the QPR.   

   

 

Figure 12: QPR with Cumulative Totals section 

 

6.2.3 Print QPR 

 

As with the View QPR links, users can also click on the <Download Print Version> link in the “Action” 

column when they are on the Add/Edit QPRs, View QPRs or Review All QPRs index pages.  This action 

opens the QPR in PDF printable format in a new window. 
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Figure 13: Print PDF Version of QPR screen 

 

6.3 Add and Edit QPRs 

 

Any grantee user with edit rights can add and edit QPRs as long as they are authorized by 
DRGR grantee administrators to access a grant.  The only grantee users that cannot perform 
these functions are grantee users with VIEW ONLY rights. 

 

6.3.1 Add QPR 
 

The Add link for QPRs shows on the Add/Edit QPR page for each grant.  As indicated above, DRGR will 
only prompt grantees to add one QPR at a time.    QPRs due dates show in DRGR as thirty days after 
then end of the quarter.  If one is not added, future QPRs will not be prompted.  After a QPR has been 
successfully added, it‟s status will be shown as „Original  - In Progress‟ and it can be accessed using the 
Edit link.  In the graphic above, the QPR showing as due 7/30/2011 would cover the period of April 1, 
2011 – June 30, 2010. 
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Figure 14: Add/Edit QPRs screen 

 

Although it is mentioned above, it is important to remember there are a few rules that govern whether  
a QPR can be added, edited, or submitted.  Grantees can add, edit and even submit QPRs even if prior 
QPRs are not yet approved, but the Action Plan has to be in approved status for new QPRs to be edited 
or submitted.  Grantees can submit QPRs even if old ones are not approved, but since new QPRs have 
cumulative totals for financial and performance information, they can only be approved in chronological 
order.  
 
There are a few other rules that affect QPRs.  The Quarterly Performance Report (QPR) must be saved 
with some text in the Overall Progress Narrative before an individual Activity can be reported.  After the 
QPR is saved, each of the grantee activity numbers will have hyperlinks.  DRGR will automatically include 
any activity that had an obligation update or draw completed during the quarter in the QPR regardless 
of whether these links are selected.  If grantees want to include any other activities, they must select the 
grantee activity number for each one.  Then, they can add accomplishments and/or progress narrative 
for each one they want included.  
 
 

1. You may now select a contact from the <Use Existing Contact> dropdown list, or add a new 

contact by clicking on the <Add New Contact> button. 
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Figure 15: Grantee Add QPR Screen 

 

 

2. Enter an “Overall Progress Narrative” in the text box (required). 

 

3. Clicking on the <Add New Contact> button opens a new “Add Performance Report” screen 

(Figure 5) where you are now able to enter the name and contact information of a new contact. 
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Figure 16: Add New Contact for QPR 

 

4. If there are “Additional Matching Funds,” enter these dollar amounts in the textbox provided. 

(Example: 22,000.00) 

 

5. The <Save> button saves all entered information about the Performance Report. 
 

 This action returns you to the “Add/Edit QPRs –State of (Name of State)” screen where the „Add‟ 

status in the „Action‟ column is changed to „Edit‟.  After the QPR has been saved the first time, 

the Grantee Activity Numbers will show with hyperlinks so that they can be edited. 

 

6. The <Cancel> button cancels all information that has been changed since the Performance Report 

was previously saved. 
 

 This action returns you to the “Add/Edit QPRs –State of (Name of State)” screen. 

 

7. The <Submit> button will send the QPR to HUD for review. 
 

 Please note: The Submit button will not show if the DRGR Action Plan is not in approved status. 

 

 
Figure 17: Add/Edit QPR - QPR Level Action Options 

 

 
 

 
Figure 18: Edit QPR Screen – Links to Edit Activity Screens 
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6.4 Add and Edit QPR Activities 

 
Grantee users enter a combination of financial, performance, and beneficiary data and also update 
progress narrative each quarter that an activity is active.  The “Completed Activity Actual End Date” field 
should be filled in at completion of the Activity if the activity has been completed and all required 
beneficiary, performance and financial information has been entered on the activity.  The STATUS of the 
activity is changed to COMPLETE in the Action Plan Module. 
 
DRGR will automatically include any activities with draws or obligations, but it will not populate any 
other information for those activities.  Grantees can include any other activities in the QPR by selecting 
the activity number and entering some data for that activity or a progress narrative for the activity. 

 

6.4.1 Edit QPR Activity– Address and Performance Data 
 

Starting in DRGR Release 7.0 in September 2010, beneficiary data and information on housing units was 
pulled into separate screens from non-beneficiary performance data.  This was done in part to allow 
grantees to enter beneficiary data for area benefit activities in the Action Plan and so that other 
information on direct benefit activities could have subcategories such as race/ethnicity in addition to 
income levels.   
 
Although this beneficiary data is required, grantees should select other applicable performance 
measures based on the activity type.  Examples might include linear feet or miles for infrastructure 
activities or businesses assisted and jobs created for economic development activities. 
 

 

 
Figure 19: Edit QPR Activity - Page 1 Address, Beneficiaries, and Accomplishments 

 

1. Activity Addresses – Enter the address where the activity is being conducted. 

 

2. To enter an additional address, click the <Add Additional Address> button), which adds another 

              line to the „Activity Address‟ table to enter additional street, city, county, and zip information. 
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3. Under Actual Accomplishments/Actual Totals, enter the data for the current quarter for this 

Activity and Measure Type.  The measure types available in the QPR depend on a) what measure 

types are available and b) which measure types grantees entered estimates in (or zeroes) in the 

activity profile in the DRGR Action Plan.  If a measure type does not show in the QPR, grantees 

can add them in the Action Plan. 

 

 

6.4.2 Edit QPR Activity– Financial Data and Progress Narrative 
 
DRGR automatically calculates some information from the drawdown module for data during the period 
covered under the quarter and will display cumulative totals through the end of the quarter.  This 
includes: 
 

 Program Funds Drawndown: This figure is calculated from the amount of all completed and 
revised grant fund vouchers during the quarter.  

 Program Funds Obligated: This figure is based on the last saved obligation during the quarter. 

 Program Income Drawdown: This figure will is calculated from the amount of all completed and 
revised program income vouchers during the quarter. 

 
Again, DRGR will automatically include any activities with draws or obligations, but it will not populate 
any other information for those activities.  Other financial information is entered manually into DRGR.  
In the quarterly report, the accomplishments, expenditures, match funds contributed, or program 
income received should be listed ONLY FOR THE QUARTER being reported.  The computer will calculate 
all cumulative amounts from the current and prior reports. These amounts are not shown in this screen.  
It helps to print the prior QPR.   
 

 

 
Figure 20: Edit Activity - Financial Data 

 

Data from the 

Drawdown 

Module 
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1. In the „Program Funds Expended’ text field, enter the dollar amount of the DRGR HUD funds 

that have been expended in this quarter. The Program Fund Expended is provided by each 

Responsible Organization entered on the Add/Edit Activity-2 screens. The „Program Funds 

Expended Total‟ is sum of all Program Fund Expended by Responsible Organizations. 

 

2. In the „Match Contributed’ text field, enter the dollar amount of any matching funds that have 

been added this quarter. 

 

3. In the „Program Income Received‟ text field, enter the dollar amount showing the total income 

that has been received for the program. 

 
4. Activity Narrative (Text Field) – Enter information about the progress and status of the 

              activity. 

 

 The activity progress narrative is especially helpful to report on status for activities before 

expenditures start such as # of contracts awarded/agreements signed, pending environmental 

review or procurement, etc. This can help to communicate why it doesn't look like progress is 

being made.  The level of detail is up to the grantee. 

 

 This space can also be used to report other accomplishments for programs that don‟t fit into 

performance measures.  These could include special accomplishments under the activity like 

community outreach or special performance measure accomplishments beyond standard 

measures. 

  

5. The <Save QPR Activity> button saves all of the information entered about the activity. 
 

 This action returns you to the “Edit Performance Report” screen with a „Success: QPR Activity 

has been added‟ message (Figure 10).  

 

6. The <Cancel> button cancels any of the information entered into the report since the last save 

took place. 
 

 This action returns you to the “Edit Performance Report” screen with no changes. 

 

6.4.3 Edit QPR Activity– Beneficiary Data 
 

While beneficiary data on persons by income for area benefit activities is populated from data entered 
in the Action Plan, grantees enter beneficiary data manually in the QPR. Key subcategories include:  
 

 Income levels – Low (0-50% AMI), Mod 51-80% AMI) and Total 

  Race/ethnicity categories for persons/households 

 Own/Rent for households 

 Single Family and Multifamily for Housing Units  
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Figure 21: Area vs. Direct Benefit Beneficiary Data 

 

6.4.3.1 Edit QPR Activity– Area Benefit 
 
 

7. Select the Grantee QPR you want to edit from the left column „Grantee Activity Number.‟  
 

 This action opens the “Edit Performance Report – Activity Page 1” screen (Figure 9). 

 

 
Figure 22: Edit Performance Report – Activity Page 1 screen 

 

8. The “Completed Activity Actual End Date” field should be filled in at completion of the Activity. 

 

9. Activity Addresses – Enter the address where the activity is being conducted. 
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10. To enter an additional address, click the <Add Additional Address> button), which adds another 

              line to the „Activity Address‟ table to enter additional street, city, county, and zip information. 

 

11. Under Actual Accomplishments/Actual Totals, enter the total “# of Housing Units” for this 

Activity. 

 

12. Activity Narrative (Text Field) – Enter information about the progress and status of the 

              activity. 

  

13. The <Save QPR Activity> button saves all of the information entered about the activity. 
 

 This action returns you to the “Edit Performance Report” screen with a „Success: QPR Activity 

has been added‟ message (Figure 10). 

 

14. The <Cancel> button cancels any of the information entered into the report since the last save 

took place. 
 

 This action returns you to the “Edit Performance Report” screen with no changes. 

 

 
 

1. Race / Ethnicity: and Income Levels: Enter the appropriate numbers. 
 

2. % Low/Mod – Automatically calculates the Low/Moderate percentage numbers against the total.  
 

3. Click on <Continue to Next Screen> to continue the editing process for this activity. 
 

 This action opens the “Edit Performance Report – Activity Page 2” screen (Figure 15 below). 
 

4. [Click on <Cancel> to cancel the process and erase all entries for this edit.] 

 

 

22. The <Edit Previous Screen> button allows you to return to the “Edit Performance Report – 

Activity Page 1” to carry out any edits on the values entered on that page. 

  

23. The <Save QPR Activity> button saves all of the information entered about the activity. 
 

 This action returns you to the “Edit Performance Report” screen with a „Success: QPR Activity 

has been added‟ message. 

 

24. The <Cancel> button cancels any of the information entered into the report since the last save 

took place. 
 

 This action returns you to the “Edit Performance Report” screen with no changes. 
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6.4.3.2         Edit QPR – Direct Benefit 
 

Most housing activities should have selected HOUSEHOLDS in the DRGR Action Plan along with 
Own/Rent as applicable.  Housing activities should also have Single Family vs. Multifamily selection 
under Housing Units.  In some cases such as public service, PERSONS may have been selected.   The ‘Edit 
Performance Report – Activity Page 2’ screen (Figure 18 below) allows the user to report each housing 
and beneficiary accomplishments during a specific quarter. Performance Reports are used to determine 
the status of the overall action plan and the individual activities.   

 

 
 

 
 Figure 23 : Edit Performance Report – Activity Page 1 (Direct Benefit – Household) 

 

Must be 

equal 

values 
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1. Enter Race / Ethnicity and Income Level information. 

 

 

2. <Continue to Next Screen> – Enables you to go to the Page 2 screen for editing. 
 

 This action opens the “Edit Performance Report – Activity Page 2” screen (Figure 18). 

 

4. <Save Activity Beneficiaries> – Saves your entries. 

 

5. <Cancel> – Cancels the process erasing all entries for this edit.  

 

6. Under “Actual Beneficiaries,” the totals from Activity Page 1 have been automatically entered. 

 

7. In the „Program Funds Expended’ text field, enter the dollar amount of the DRGR HUD funds 

that have been expended in this quarter. The Program Fund Expended is provided by each 

Responsible Organization entered on the Add/Edit Activity-2 screens. The „Program Funds 

Expended Total‟ is sum of all Program Fund Expended by Responsible Organizations. 

 

8. In the „Match Contributed’ text field, enter the dollar amount of any matching funds that have 

been added this quarter. 

 

9. In the „Program Income Received‟ text field, enter the dollar amount showing the total income 

that has been received for the program. 

 

10. Activity Narrative (Text Field) – Enter information about the progress and status of the activity. 

 

6.4.4 Save QPR Activity 
 

As outlined above, each area benefit activity has one page of data in a QPR and each direct benefit 
activity has two pages, including the second page with beneficiary data.  Grantee users can save the 
edits for each activity on any Edit Activity page. 
 

 
Figure 24: Edit Activity - Save/Cancel Options 
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1. The <Save and Edit Previous Screen> button allows you to save your current entries on Page 2, 

and return to the “Edit Performance Report – Activity Page 1” to carry out any edits on the values 

entered on that page. 

 

2. The <Save QPR Activity> button saves all of the information entered about the activity. 
 

 This action returns you to the “Edit Performance Report” screen with a „Success: QPR Activity 

has been saved‟ message (Figure 19). 

 

3. The <Cancel> button cancels any of the information entered into the report since the last save 

took place. 

 

 
Figure 25: Edit Performance Report screen with “Success …saved” message 
 

 

6.5 Submitting and Reviewing QPRs 

 
Once grantees have entered all relevant information on the progress of the grants and activities, the 
QPR can be saved and submitted.  Once submitted, it is no longer available for editing.  Grantees need 
to remember that the QPR cannot be submitted unless the DRGR Action Plan is in approved status.  I  

 

6.5.1 Save and Submit QPR 
 

1. The <Save> button saves all entered information about the Performance Report. 

 

2. The <Submit> button will send the QPR to HUD for review. 

 

 Please note: The Submit button will not show if the DRGR Action Plan is not in approved status. 
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Figure 26: Add/Edit QPR - QPR Level Action Options 

 
6.5.2 Review QPR 

 

1. HUD users select  <QPR> link in the main navigation bar. 

 This opens the “Review QPRs” screen (Figure 26).  

 

 

 
Figure 27: HUD QPR List Screen 

 

2. Click on the <Review> link located in the „Action‟ column for the quarter desired. 

 

 This opens the “Review QPR” screen (Figures 27, 28 and 29).  
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Figure 28: Review QPR screen (top section) 

 

 
Figure 29: Review QPR screen (center section) 
 

 

3. HUD staff can enter overall comments at the top of the screens for QPR review.   
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Figure 30: Review QPR (bottom section) 

 

4. HUD staff can also enter in comments at the activity level.   

 

 When HUD users access the VIEW QPR webpage, these comments should display just below 

each activity profile.  Grantees will not be able to see comments.  If HUD staff wants to share 

these comments with grantees, they can copy them into an email or download a QPR comment 

report in the Microstrategy REPORTS tab.  

 

 
Figure 31: Review QPR Status Screen 
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5. When comments are complete, HUD users have the option of changing the status to „Reviewed 

and Approved‟ or „Rejected – Await for Modification.  The first option locks down the QPR, 

except for draw revisions completed by grantees.  The second option returns the QPR to grantees 

for editing. 

 

 Note: When the QPR is in SUBMITTED status, grantees are unable to edit the DRGR Action 

Plan.  If grantees need to add activities urgently to draw against them while the QPR is being 

reviewed, they should consider requesting that the CPD representative reviewing the QPR reject 

the QPR for those Action Plan edits to be made.  This adds extra steps and time for the QPR 

review, so every effort should be made to add activities and submit any DRGR Action Plan edits 

well in advance of QPR due dates to allow for adequate review of the DRGR Action Plan. 

 

 

 

 

 


